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when licensee cannot locate an account card within a reasonable
time after request.
When an error is made on an individual account record card, a line shall
be drawn through the improper entry, the correct entry made on the
following line, and the correcting entry initialed by the individual making
such correction. The entries on the individual account record shall corres-
pond with the receipts given the borrower. No erasures, whatsoever, may
be made on the face of the individual account record. This includes the
refund section.
(3) Cash Book:
The cash book shall be of the columnar type, in which all transac-
tions of receipts and disbursements of any amount whatsoever shall
be entered. All such entries must be made as of the exact date of
transaction. Cash book must be balanced at least weekly. Columns
in this book must be sufficient to reflect opposite borrower's name,
or account number, the following information:
A. All charges itemized against loan.
B. Payments received.
C. Late fees received.
D. Refunds itemized against appropriate item.
(4) General Ledger:
The general ledger must show in full detail the assets and liabilities
of the business conducted in the licensed office. If you have a general
ledger reserve account for bad debts, all recoveries or collections on
accounts previously charged off must be credited to this account. The
general ledger shall be posted at least monthly and a trial balance
or balance sheet must be prepared within twenty days after a re-
quest from the Small Loan Division, Board of Bank Control. Or-
ganizations operating more than one licensed office may maintain a
general ledger at their home office, provided the trial balance or
balance sheet of the licensed offices are available to the Small Loan
Examiner at the licensed offices within twenty days after request.
The' Board of Bank Control reserves the right to require that the
general ledger maintained at the home office be produced promptly
after notice to the licensee. Any charge made to any licensed office
by the home office to cover any item of expense must be in such
detail as to show the nature of the expense. The use of combination
forms of daily reports or special systems must be approved by the
Board of Bank Control.
(5) Individual File or Shucks:
An envelope or other similar file, commonly called shucks, must be
maintained for each borrower, in which shall be filed all of the orig-
inal notes or other evidences of indebtedness or security. If the
original note is not on file, a memo indicating the whereabouts of
the original shall be so filed in the said envelope. All legal instru-
ments taken in connection with any loan contracts must bear the
small loan number.


